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Overview

This document provides instructions for installing and configuring the new
features of the Hotel Staff Costing (HSC) module, as integrated along with the
Time Scheduling Module (TSM).

These newly integrated modules are part of the TKSQL suite, and are currently
available, as of Version 5.11.01 Service Pack 3, 4 and 5 of the TKSQL

application.




HSC & TSM — New Features & Key Benefits - Integration of Planning and
Scheduling

HSC & TSM — New Features & Key
Benefits

The Hotel Staff Costing Module is a TimeKeeper SQL (TKSQL) module designed
to forecast staffing requirements and then compare them with actual
attendance data. Time Scheduling Module (TSM) is a TimeKeeper module that

allows managers to schedule department employees.

Integration of Planning and Scheduling

The integration of the Hotel Staff Costing (HSC) module with the Time
Scheduling Module (TSM) allows for sharing data between the two modules.
This data sharing ability enhances the process of planning and scheduling
staffing activities, by assisting managers to identify discrepancies between the

forecasted budget and scheduled costs.

This enhancement allows you to control labor costs by matching the
ever-changing staffing requirements, with the allotted budget limits for each
department. Schedules can be displayed by total employees per shift and by

total gross cost.




HSC and TSM Enhancements

Enhancements to HSC

This section describes the configuration of the enhanced HSC features.

Configuring the HSC

"Configuring the HSC" deals only with the latest enhanced features of HSC,
specifically the configuration of contract-based HSC Cost Calculation. These
features make it possible for operations managers to more accurately
anticipate actual costs. Specifically, costs are calculated with respect to Time

and Attendance pay rules defined in the selected Contract.

For a complete description of how to configure the HSC application, refer to

the HSC Installation Guide.

Configuring the System for HSC Cost
Calculation

'/6 To configure the HSC for contract-based cost calculation:

1. Open the System Configuration screen: Set-Up > Add/Edit Configuration
Files > Edit/New System Environment Definitions.

2. Enter your administrator password and click OK.




Enhancements to HSC - Configuring the HSC

3. Open the Sub-systems configuration options screen.

4,

[=]|System Configuration

2] &) %) 2

Qi} System Confiquration
- €, General Configuration

ﬂ 5
'{3 Retro
'.j Calculations
£ Dealer
+ f._”:. Security & Authorization
0_ Language
@ Date & Time
£ Printer & Printing
I Daily File Stucture
{;-. Employee File
+ T2 External Programs
‘@& K.ep Fields Farmat
&) BackUp
+ & Browse
+ Clack Palling
+ € Paprall Interface
[#@ v-T-D Defintions
E Program Estensions
Q' Absences
el Time Scheduling [TSH)
@ Hatel Staff Costing
B E-Mai

¥ @ SmartPhone and Self Sery

I ES

< | =

Using Module ESHEL
TimeCogting-PC Module
Dep-dllacation-PC Module
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0 R " e S B

iBrowze Madule Suppart
Statutore Holidays Module
Year-To-Date Maodule
Time Scheduling [TSM)
TIMEBANE. Installed
Abzence Planning Module
T5M Alerts module

[ SmatPhone Application

B U B AR

Hatel Staff Costing Maodule |E>:tendeu:|

M adan Options |N|:ut Ih Uze

=
=

In the Hotel Staff Costing Module field, select Extended.
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Configuring the Contracts

The procedure described here allows you to define the parameters of a shift contract
for calculation purposes.

"@ To configure the contract:

1. Open the Contracts — Attendance /Absence Rules screen for the shift
contract to the Table References tab.

E Contract - Attendancefabsence Rules

Contract Mumber Dezcription Lazt Updated On
[102 | |default contract | 2BA2/2011 1221
General Parameters T T able References T Date Change Rules
T able Mame MHumber Table Cescription
Table C - early Calendar D efinitions I | Standard
Table E - Daily 'wfork Schedules 102 default
Table H - Abzence Type Definitions 1 Standard

Table K. - Pay-Period Standards
Table 0 - Call Back & On Call Bules
Table D - Extended Calculation Rules
Table F - Daily Overtime Rules 9359 Overtime iz UNPAID
Table | - DailyVarance Rules 1 Completely Open
Table M - Break & kMeal Rules

Table R - Daily Rounding Rules

Table T -'Weekly OT Rules

Table L - Statutory Holidays Fay Rules

?

-

= A/ & wf«rfn] Bfn @ LS




Enhancements to HSC - Configuring the HSC

2. Define the default contract according to the following requirements:

o Default contract must be a shift contract, including the following conditions:

K4 Table E - Daily Work Schedules

Table Mumber Table Diescription [ray Type Type Description “Wwhorkkode
[1 | |0700-1500 [0 ]| DefaulDay [ Multiple: Shifts [Regular] ]
o "Winter i Summer |
T Tahlez T T A T
In Caze Mone of The Shiftz Match
Activity Tupe |Wu:urk Day ﬂ
[Match According to MAXIMUM ATTENDANCE  ~|
Full dbsence Walue 480
T able Mame | MHumber | Table Diescription

Table ) -Zoned Owertime Rules
Table O - Call Back & On Call Rulesz

Walid Daily Shift Profiles | Seq. Mo inG | Shift “whork kode -
Option < 1 > 201 Maoming [~] Single Regular Shift ;
Optiok < 2 >
Optiok < 3 =

?

= A & _

w| oo [n]| B3| B @ |

e Atleast 1 "Shift Profile" in Table E
e Multiple Shift Work mode
o Atleast one Seq. No. In G defined
o Each shift number should be defined once
e No complementary night shift
o Refers to the first shift

o Assign existing employee when Employee Master File fields are in use for :

e Table D expressions
e Pre/Post CALCD special programs

10



HSC and TSM Enhancements

Configuring the HSC Planned Cost Calculation
Parameters

‘ﬁU To configure the Employee Number for Calculation and Default Departmental

Contract:

1. Open the Hotel Staff Costing configuration options screen.

[=]|System Configuration

B ety

‘_}ﬂ System Configuration
+ © General Configuration
Dealer
Securnity & Authorization
Language
Date & Time
Frinter & Printing
Draily File Structure =
Emplogee Fil Default Departamental Contract |1D2 J
Esternal Programs
B Key Fields Faormat
&) BackUp
+ & Browse
+ Clock Paling
+ 0 Payrall Interface
[ v-T-D Definitions
E Program Extensions
ng Abzences
fel Time Scheduling TSM)
@ Hatel Staff Costing
B4 E-Mai
+ IZI SmartPhone and Self Sery

m
HSC planned cost calculation by contract e -

Emplovee number for planned cost calculation 1999999

N BERV RO

2. Enter the following values:

o HSC planned cost calculation by contract — select Yes.

« Employee number for planned cost calculation — a virtual employee used for
calculation purposes; no profile in the Employee master table.

11



Enhancements to HSC - Configuring the HSC

o Default Departmental Contract — a dedicated contract for calculation
purposes; view this from the Contracts screen.

&% Contract - Attendance/Absence Rules

Contract Mumber Description Last Updated On
[102 | [defaut contract EZEERER
General Parameters T Tahle References T Date Change Rules
Table Name MHumber T able Description
Table C -earl Calendar Definitions | = | Standard
Table E - Daily “Wark Schedules 102 default
Table H - &bzence Type Definitions 1 Standard

Table K - Pay-Perind Standards
Table O - Call Back & On Call Fiules
Table [ - Extended Calculation Rules
Table F - Daily Overtime Rules 9993 Overtime iz UNPAID
Table | - Daily* ariance Rules 1 Completely Open
Table M - Break & Meal Rules

Table R - Daily Founding Fules

Table T -'weekly OT Fules

Table U - Statutory Holidays Pay Rules

2= mlpg @l wlefofn] o @) [

3. From the Categories for TSM Cost Calculation screen, define the pay

categories that will be used by the default contract—as defined in the
System Configuration screen—for the HSC Cost Calculation by contract:

| Categories for TSM Cost Calculation

Contract Mumber Contract M ame
|E j Contract List |D efault Contract
Seq | Category Mame | Categony Uzage Multiply by | =~ |
| P| 1 |Regular Calculate 100.000 N
| 2 |0T. Do Mot Calculate 100.000
| 3 |0.T.180% Calculate 100,000
| 4 |0.T. 200 Calculate 200,000
| 5 |O.7. 300 Calculate 300 000
| B |Trimmed Hours Do Mat Calculate 100.000
| 7 |REGA Do Mat Calculate 100.000
| 8 |REG-2 Do Mat Calculate 100.000
| 9 |REG-3 Do Mot Calculate 100.000
| 10 |Frevious Bank, Do Mot Calculate 100.000
| 11 |Current Bank Do Mot Calculate 100.000
| 12 0T Hours Do Mot Caloulate 100.000
| 13 | Defficiency Hours Do Mat Calculate 100.000
14 | Positive Excess Do Mat Calculate 100.000 -
2| = il ofv[n] = 5 @ B

12
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Configuring the Daily Standards Table

The procedure described here allows you to assign a contract to the shift other than the

default.

'@ To configure the Daily Standards Table:

e Open the Daily Standards Table (HOTSHFT) screen: Set-Up > Add/Edit
Hotel Staff Costing Setup Files > Edit/New Dept. Shift Standards.
= Daily Standards Table (HOTSHET)

Flant Number Flant Mame

Hotel Mumber Haotel Mame

EEES]

| LONDON List El =] [Olympia

Department Mo. Department Mame

List

List

| 25 j |H ouzel.eeping
Contract Mo, [%Dntract M ame Day Type Mo Dap Type Mame
|'|03 j |Hl:|usekeeping | J |

Summer

[

A o] @B wldr|n]| &

| 6|

1

Note: You can view the specifics of this contract in the Table References
tab of the Contract screen for the selected contract.

13



Enhancements to HSC - Configuring the HSC

Displaying TSM Columns in the Daily Planner

HSC supports two new columns in the HSC display data ported from the TSM

to the HSC module:

e Scheduled Staffing — displays the number of employees scheduled for

each department.
o Scheduled Cost (TSM) — displays the total cost of employees

scheduled for each department for that date.

"@ To display the TSM columns:

1. Open the Daily Staff Requirement Forecasting screen.

EIE| B ]| [n] s @
1 LONDON 31 Olympia
Date Decupancy Percent Calculations Based on
12/09/2011 - Monday 100,00 % 100.00 %
‘ EventHo. | Descrption Quantiy | Type | FomDate | ToDate | DayTypes -]
L] 1 breakfast 100.00 | Stafic -
Depatmental Calculalions
Departmen Name Ocoup Event Total Foecasted | Forecasted | Calouale | Records -
Staffing Staffing Staffing Stalfing Cost Fiale Rate
DX T Management 000 000 000 0.00 0.00 00 6.00
I ] Human Recources 0,00 000 000 0.00 0.00 2500 25.00
[ |4 Finance 000 000 000 0.00 000 000 0.00
|15 Accounting 000 000 000 0.00 000 11.00 11.00
I L Sales 0.00 000 000 0.00 0.00 000 0.00
I i Administration 000 000 000 0.00 000 500 500
I Banquets 0.00 000 00 0.00 000 00 0.00
I I 0.00 000 000 0.00 0.00 000 0.00
= Front Desk 10.00 000 10,00 10.00 000 £00 6.00
= Reservation Desk 0.00 000 00 0.00 000 00 0.00
e Outdoors 000 0.00 000 0.00 0.00 000 0.00
I HouseKesping 13.00 500 24.00 24.00 134400 7.00 7.00
[ Switchboard 0.00 000 00 0.00 000 7.00 7.00
[ |z Secuy 000 0.00 000 0.00 0.00 600 6.00
[ =0 SPA 000 000 000 0.00 000 00 6.00
= Restaurant 0.00 000 00 0.00 000 600 6.00
[ = Kitchen 18.00 200 2000 20.00 126000 800 8.00
I ) Stewards 000 200 200 300 144.00 £00 6.00
[_|=s Dishwashers 0.00 200 a0 a0 00 00 0.00
[ |= Purchasing 0.00 0.00 0.00 0.00 0.00 12.00 1200
s Recsivers 000 000 000 0.00 0.00 11.00 11.00
|4 Warshouse 0.00 000 00 0.00 00 11.00 11.00
[ |47 The Labby Cafe 0.00 0.00 0.00 0.00 0.00 600 6.00
I Snack Bar 000 000 000 0.00 000 00 6.00
I Amadeus Restauant 0,00 000 000 0.00 0.00 000 0.00
[ =2 Stores 000 000 000 0.00 000 000 0.00
[|s3 Controller’s Office 000 000 000 0.00 000 000 000
2] Purchasing 0.00 000 000 0.00 0.00 000 0.00
[ et Mairtanance 000 000 000 0.00 000 11.00 11.00
[|es Ouicloor ool 000 000 000 0.00 000 00 6.00
[ Beach Resort 0.00 0.00 0.00 0.00 0.00 0.00 0.00 =
] Totals 50,00 2768.00

14
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2. From the toolbar of the Daily Staff ... screen. click both the Scheduled

Staffing and Scheduled Cost buttons ( ).

The Daily Staff... screen displays the Scheduled Staffing and Scheduled
Cost columns.

~/ Daily Staff Requirement Forecasting

File Record Help

O =Fcs| e EIE B «lr]n] A v @ e
1 LONDON 31 Olympia
Date Decupancy Percent Caleulations Based on
12/09/2011 - Monday 100,00 % 100,00 %
‘ EventNo. | Description ‘ Quantity | Type | FomDate | ToDate | Day Types ]
> 1| breaklast 100.00 Siatic -
Departmental Calculations
Departmeni Name Ocoup. Evert Total Foreoasted | Schedued | Forecasted | Schedduled | Caloulate | Record's -
Staffing Staffing Staffing Staffing StaffingTSM Cost Cost (TSM) Rate Rate:

¥ £ it} it it} il it} i} il L3}

[z Human Fesouces | 0.00 0.00 000 0.00 000 0.00 000 25,00 2500

[+ Finance 0.00 000 00 000 00 000 00 0.00 0.00

[ 15 Accounting 0.00 0.00 000 0.00 0.00 0.00 0.00 11.00 11.00

[ . Sales 000 000 000 000 000 0.00 000 0.00 000

17 Adrinistration 0.00 0.00 00 000 0.0 0.00 000 500 500

[ Banquets 000 000 000 000 000 0.00 000 0.00 0.00

I I 0.00 000 00 00 000 000 000 0.00 0.00

I Fiont Desk 10.00 0.00 10,00 10.00 EEI 000 EEEI 00 6.00

[ e Reservation Desk 000 000 000 000 0.00 0.00 000 000 000

D Outdoors 0.00 0.00 00 000 0.00 0.00 000 0.00 0.00

[ HouseKesping 13.00 500 2400 24.00 OO 1:4400 000 7.00 7.00

I Swichboard 0.00 000 00 000 000 000 00 7.00 7.00

I Secuiy 000 0.00 0.00 0.00 000 0.00 000 600 6.00

[ =0 SPA 000 000 000 000 000 0.00 000 £.00 6.00

D Fiestaurant 0.00 0.00 0o 000 0.00 0.00 000 600 6.00

[ = Kitchen 18.00 200 20,00 20.00 EOOR (:E000 28400 200 8.00

ED Stewards 0.00 a0 a0 20 [ 4400 00 .00 6.00

[ = Dishusashers 000 300 300 200 | EAEI 000 000 0.00 0.00

[ = Purchasing 000 000 000 000 0.00 0.00 000 12.00 1200

& Fiecefvers 0.00 0.00 00 000 0.0 0.00 000 1.0 11.00

[ e Wiarehouse 000 000 000 000 000 0.00 000 11.00 11.00

[ e The Lobby Cafe 0.00 000 00 000 00 000 00 .00 6.00

EE Snack Bar 000 0.00 0.00 0.00 000 0.00 000 600 6.00

[|st Amadeus Restawant 0,00 000 000 000 000 0.00 000 000 000

[ |s2 Stores 0.00 0.00 00 000 0.0 0.00 000 0.00 0.00

[ s Controller’s Offic= 000 000 000 000 000 0.00 000 0.00 0.00

D Furchasing 000 000 000 000 000 0.00 000 0.00 000

[ |&t Maintanance 000 0.00 000 0.00 000 0.00 0.00 11.00 11.00

[|es Dutdoor Pool 000 000 000 000 000 0.00 000 £.00 6.00

66 Beach Resort 0.00 0.00 000 000 000 0.00 000 0.00 0.00 B

3| Totaks 60.00 EED 276800 |620.00

Configuring Global HSC Calculation

The Global HSC Calculation allows you to perform a recalculation of HSC
screen for a range of days, plants, sites and departments without entering the

HSC screen.

Note: Within the HSC system, by default the Global HSC Calculation is not

enabled. You must add the Global HSC Calculation to the menu.

"@ To configure the Global HSC Calculation:

1. Open the System Configuration screen: Set-Up > Add/Edit Hotel Staff
Costing Set-Up Files > Global HSC Calculation screen.

15



Enhancements to HSC - Configuring the HSC

g TimeKeeper SQL - Synerion Systems Ltd. ¥5.11.01 SP02

Activitizs  EditfView Reporks & Graphs  Maintenance BN Window  Help

" Daily Staff Requirement Forecasting AddfEdit Shared Set-Lp Files ’ _
1

Add/Edit Timekeeper Set-Up Files 3

@ f = E: :j ’T B:l Add/Edit TimeCosking Set-Up Files »

=== AddfEdit T5M {Scheduling Madule) Set-Up Files  »

Add/Edit Absence Planning Set-Up Files 3

AddfEdit Benefit Accrual Set-Up Files » Occupancy Percent
AddfEdit Canteenkeeper Set-Up Files ¥ Hay 100.00 %
3

Add/Edit Hotel Staff Costing Set-up Files Add/Edit General Parameters
Event Mo, Description Cuantity T
AddfEdit System Security &audit Trail Files 3 AddfEdit Staffing Levels by Ocoupancy
&dd/Edit Events
d 1 Breakfast 0.00]/Ska addfEdit Configuration Files 3 / ) ]
2 Dinmer 0.00/ Sta. &dd/Edit Dept, Shift Standards
R addfEdit Dept, Staffing Standards
Departmental Rates
HOTRATE
Global HSC Caleulation
[ Tnanatment | M ame [ Mrrun [ Furnt [ Trtal [ Frecasted [ | |

The HSC-Calculate Daily Staff Forecast dialog appears.

£5 HSC - Calculate Daily Staff Forecast
File Date Plant Hotel Department Begin

2 T A I

Date  From 28/05/2011 To 28/05/2011

Plant 0- 993339
Hokel 0-993999
Department 0 - 9339333339

2. Asrequired, configure the parameters for the global calculation:
o Daterange
o Plantrange
o Hotel range
o Department range

3. Click ﬂ (Run).

Without having to enter the HSC screen, the application performs a re-
calculation for each day (for the ranges entered).

16



HSC and TSM Enhancements

Enhancements to TSM

1. Alerts — forewarn the department manager of a potential situation that
may conflict with pre-defined policy rules, in order to avoid labor law
penalties. There are two types of alerts in TSM:
e Online Alerts — Online alerts appear while the user enters scheduling data into
the system that may cause the hotel to violate pre-defined policy rules.

o Offline Alerts — Alerts received after an employee has clocked in or out. These
alerts notify managers that a labor policy rule has been violated. Offline alerts
are delivered to managers via a specially configured report that displays all
violations registered each day.

2. Weekly Budget Excess Gauge — This analog dial instrument (a.k.a.

"Dashboard"), provides a clear, intuitive indicator for weekly staffing

budget boundaries, and the current department's scheduled staffing costs

in relation to the budget boundaries.

3. Data highlighted in red background to indicate any deviation between
forecasted manpower requirements (per department, per day) and the
actual number of employees scheduled for the given date and department
(and the sum total of their cost).

4. Preferred employees for scheduling are highlighted in a bright green
background. The TSM recommends who are the most preferable
employees to assign to a particular shift for the department for that week,
based on a number of criteria:

e Hours remaining until the end of the period — Work hours remaining

in the period (week or month)

e Absence code balances — information obtained from any absence
code balance; most common example is the employee's updated

vacation balance.

e Employees' hourly rate — information obtained from the Synerion

Time Costing system or from the Rate field in the Employee file

17



Enhancements to TSM - Configuring the TSM

Configuring the TSM

This section describes procedures for configuring the TSM (Scheduling)

module.

Configuring the System Configuration Screen

% To configure the System Configuration Screen:

1. To open the System Configuration screen, go to Set-Up > Add/Edit
Configuration Files > Edit/New System Environment Definitions.

Keeper SQL - Synerion Systems Ltd. ¥5.11.01 S5P02
Activities Edit/view Reports & Graphs Maintenance

09 8| 5| R

RSNl indow Help
Add/Edit Shared Set-Up Files

Add/Edit TimeKeeper Set-Up Files
Add/Edit TimeCosting Set-Up Files 3
Add/Edit TSM {Scheduling Madule) Set-Up Files

Add/Edit Absence Planning Set-Up Files
Add/Edit Benefit Accrual Set-Up Files
Add/Edit Canteenkeeper Set-Up Files
Add/Edit Hotel Staff Costing Set-up Files

Add/Edit System Security &audit Trail Files

Add/Edit Configuration Files i em Environment Defi
Edit/Vi mployee Screen Designer
Edit/View Browser Configurations
Edit/View Menu Configuration

Edit/View Employee Master Conditional Processing
Edit/View Sort Profiler

Wiew Messages Doc. File
Edit/View Messages
Edit/view Synonyms
Edit/View Errors

Edit/view Report Image File

Edit/View Report Parameters File
Edit/view Report Select Configuration File
Automatic Reports Configuration

Edit/view Payroll Report Generator
BI

The System Configuration screen is displayed.

2. Click the Password button &l
The Password dialog box is displayed.

Enter Paszword I

Ok I | LCancel I

18



HSC and TSM Enhancements

3. Enter your administrator password; click OK.
The System Configuration options are now editable.

4. Open the Time Scheduling (TSM) configuration options screen.

[~ System Configuration

2 8 B

Qi} System Configuration

+ General Configuration T5M Working Mode |By Departments j
£, Dealer
+ R‘. Secunty & Authonzation
= 0
@ Lamguage Contract Offzet for Day Off
@] Date & Time
Abzence Code for Day O 80
E-_*_ Frinter & Printing 4
I@ D aily File St.ructure Hiztorical Retention Period [ Weeks | 1]
45 Employee File
+ T2 Esternal Programs Shift Std. Exception Handling in TS
% Key Fields Farmat
(&) BackUp Disabled j

+ /& iBrowse

Limit access to work schedule data by uzer number
+ @ Clock Poling ¥ Na h
+ 0 Fayrall Interface Mo, Of weekdays For Calculating weekly Standard 0
fiE v-T-D Definitions
E Program E stensions Time B ands ‘W orking tode | J
e@_‘-' Abzences
'.j, Time Scheduling [TSM)] EMPLU table dedicated for SLE table definition in the |EMF'LU2EI j
@ Huatel Staff Cogting Employee Frofile
P4 E-Mai R ate figld for Employes Scheduling Cost calculation (from |F|.-’-‘«TE j
employes table]
Feriodic standard far Hours Left ta |EMP|_|:|YEE ﬂ ||NT1 j
Period End calculation
Draily field for Hours Left to Period |ATT_WA|3E j

End calculation
[ Dizable Calculation for Hours Left to Period End Calculation

5. From the Time Scheduling options screen, select the TSM Working Mode.
Options Include:
e By Departments —the TSM module browser shows employees by Department.
e By Groups —the TSM module browser shows employees by Schedule Group.

Note: In order to work with the integration of Scheduling (TSM) and HSC (Hotel
Staff Costing), select By Department.

6. Save your settings.
When you open the TSM application, the working mode selected will
determine what you see onscreen. The following example displays

Schedules "By Department".

Department Schedules EHE”E‘

Main indexes First Day of Week
Flnt 1 LONDOM Hotel 11 Gatwick Depaiment 21 Front Desk A ronozon v | BA| ez
" Predefined Sor

 Sort According to a Sort Profile

% Sort by gid column [escending [Emp Name
EmpMame Department Rate Balance (Hows) | Houws fil end of cunent | Base No Mo | 10710 | Tu [ 1010 ] we | 1210 | Th | 130 [ R |1
4-Vacalion period
100114 GIRARD Craig 21 Front Desk 0.00 0.00 T
100115 BARON MIGLEL 21 Front Desk 0.00 0o 1
100623 BEAULIEL FIDEL 21 Front Desk 0.00 0.00 1
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7.

9.

From the Time Scheduling options screen, select the Time Bands Working
Mode. Options Include:

e Extended — enhanced feature, including Default Department definition.

e Classic —as in previous versions.
Note: Default = Classic; Extended is recommended.

Define the field in the Employees file that will set the number of the SLE
table associated with the employee:

Lirnat sccess bo work schedule data by user number Mo =

MNo. Of Weekdays For Calculating Weekly Standard 0

Time Bands Working Mode [Ex |
| EMPLU table dedicated for SLE table definion inthe  [EMPLUZ0 ~]

Emplovee Profile

Rate field for Employes Scheduling Cost calculation [from

. el |RaTE_CODE |

Pesiodic: standard for Hours Left to [EMPLOYEE =] [INT1 =]

Pesiod End calculstion

Doaily fiedd for Hours Left to Penod At w -

Ered calculation ] S —J

[T Disable Calculation for Hours Left to Period End Calculation

Define the Rate field in the Employees file that will calculate the
Employee Scheduling Cost for the employee:

Lirnit access to work schedule data by user number Mo =

Mo. Of Weekdays For Calculating \Weskly Standand i}

Time Bands Working Mode | . _,I

EMPLU table dedicated for SLE table defintioninthe  [EMPLUZ0 =]

Employes Profile

Rate field for Emplopee Scheduling Cost calculation [fom  [RaTE CODE =
[ employes lable) [RATE =l

Periodic standard for Hours Left to [EMPLOYEE =] [INTY =]

Petiod End calculation

D aily field for Hours Left ba Period A W -

E red calculation ] S —J

[”  Disable Calculation for Hous Left to Period End Cabculation

Note: The HSC Cost Calculation by Contract requires the target field to be
Rate Code.
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10. Define the field in the Employee master file that contains the Periodic

Standard that will be used to calculate the unused hours remaining until

the Period End:

Lirnit acoess o work schedule data by user nuriber Mo =

Mo Of Weekdays For Calculating Weekly Standard i}

Time B ands ‘Working Mode [ T

EMPLU table dedicated for SLE table defition in the |EMPLUZD
Employee Profile

E

i

Hdsﬁ&HfﬁEWSdﬂdﬁuCﬂﬂc%ﬁn[ﬁm [RaTE_CODE -
=

Petiodic standard for Hours Leit to |EMPLOYEE =] [INT1
Peiod End calculation

" Daily field for Hours Ledt to Period
Erd calculabon

™ Disable Calculation for Hours Left to Period End Calculation

11. Define the field in the Daily screen that displays the Employee's hours,
which will be used to calculate the hours remaining until the Period End:

Lirnit access bo work schedule data by user number Mo -
Moo OF \Weekdays For Calculating Weekly Standard i]
Time Bands Working Mods [Extended =]
EMPLU table dedicated for SLE table definition in the EMPLUZD -
Employee Profile | =
Rate field for Employes Scheduling Cost calculation (fom  [RaTE CODE -
employes table) [ - _I
Periodic standard for Hours Left to [EmPLOvEE =] [INT1 =]
Petiod End calculation
Draily field for Hours Left to Period |j5,|;| wage vl
End calculation -

is ours Left o Per alculation

12. Save your settings.
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Configuring the Employee Master File

‘ﬁU To configure the Employee Master file:

2,

To open the Employee Master File, go to Set-Up > Add/Edit Shared
Set-Up Files > Add/Edit Employee Profile. The Employee Master File will
appear.

Add/Edit Shared Set-Up Files

Add/fEdit Employee Profile

Add/Edit TimeKeeper Set-Up Files
Add/Edit TimeCosting Set-Up Files
Add/Edit TSM (Scheduling Module) Set-Up Files

» Add/Edit Companies
» Add/Edit Hotels
3 Add/Edit Home Departments

Add/Edit Absence Planning Set-Up Files
Add/Edit Benefit Accrual Set-Up Files

Add/Edit Profession Codes

Add/Edit CanteenKeeper Set-Jp Files i:g";g:: E::E}DA:;
Add/Edit Hotel Staff Costing Set-up Fil
JEdit Ho oEHng betup ies Add/Edit 3rd Sort Codes
Add/Edit System Security &Audit Trail Files 3 Add/Edit 4th Sort Codes
Add/Edit 5th Sort Codes

Add/Edit Configuration Files

Add/Edit Employee Lookup 1 Codes
Add/Edit Employee Lookup 2 Codes
Add/Edit Employee Lookup 3 Codes
Add/Edit Employee Lookup 4 Codes
Add/Edit Employee Lookup 5 Codes

Add/Edit Marital Status Codes

Add/Edit Class Codes
Add/Edit Rank Codes

Add/Edit Salary Codes

In the Employee Number field (no. 1 in the image below), choose the
required employee from the drop-down list (no. 2 in the image below).

Emplayee Murber Lazt Hame Firzt Mame kid [rit
1 701412 -1 e | [MasTERS ||sTEVE |
Mumber Last Marne Firgt Mame Mid Irit | & ™
FO00&1 GOULD JUsM
700R3E THOMSOMN CESAR

RvanN

oOopplc F“EKY

701430 WA CHOM MELCHOR

701438 RvBAE RICE.

01725 TREMBLAY ALFOMSO hd
Plant Gk |
Mame LONDON hecneslins o 1]+ B
Hatel Qb |3'| LI Abzence Mame Mare I
Mame Olyrrpia
o — % 2 Badge Mumber I

epartmen I vl -

Name Front Desk Walidity I Hd I L hore |
Pay Period Type Payroll Table
IMDnthI_l,l ;I I *I —

ol ) | T = 2 e TN KR e i I
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3. Go to the Scheduling tab.

Ernployee Muriber Lazt Mame Firzt Marne Fid lrit
[Fo1412 | S [MASTERS = ||sTEVE |
[ General T Additional Key Fieldz T Browse T Perzonal Info & Seniorty
Scheduling T Contact Details T Accruals T Costing Info
Schedule Group |2'| j 1 Front Desk
Schedule # |'I j 2 Completely Open
SLE Profile [1 || 3 FrontDesk
Rate |5.5000 4
OT Balance [165
Feriod StdHis left [160 5
i o e U P e TR RSN B =3 e

4. Inthe Scheduling tab define the following fields:
e Schedule Group — the department that the employee belongs to (for example:
Front Desk)

o Schedule Number — schedule profile that is assigned to the employee (for
example: Completely Open)

» SLE Profile — Alert profile assigned to the employee (for example: Front Desk)
« Rate —the employees wage rate or wage rate group

o Period Std-Hrs Left — the number of standard work hours per pay period (such
as month) applicable for this employee
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Configuring the JobBases by Schedule
Template

'@ To configure the JobBases by Schedule Template:

1. Create a JobBase in the JobBases screen.

JobBases - Template for, Scheduled Jobs

Bazez Mumber
|1 j |n'|l:|mir'|g manage
I] Department | Drezcription Profeszion Drezcription

21 Front Diesk 1100 SECRETARY 7
21 Front Diesk 4000 HOTEL CEO 7
21 Front Diesk G000 DIRECTOR 7
1 3

? =& el [n] @ e

2. Assign the new JobBase to a schedule in the Schedule screen.

Schedule |'._| |E| E|
Schedule Mo. Schedule Description Diuration Mweeks)
J11 x| |0700-1500 MorFri 1
Scheduls 1 Starts &t
Week | Baze Mo, | Baze Dezcription Job D ezcription |
| 26121983 [p] 1 111 [+ 07001500 1 marning manage
Schedule 2 Starts At
Week | Baze Mo Baze Dezcription Job Dezcrption
27272093 3 1 11 | 07001500 1 morning manage

2= w oo n] ) m @ ¥
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3. Assign to the employee the designated schedule # in the Employee
Master File.

Employes Number Last Name First Name bid It
| 704433 ] |MOHAMED _~||ELISED |
( General | Addtional KepFields | Browse | Personal Info & Seniority
S cheduling i Contact Details Il Accruals i Costing Infa
Schedule Group [z1 =] Front Desk
Schedule # =l 0700-1500 Mor-Fri
SLE Profile |1 =l Frant Desk
Fiate |6.5000
0T Balance |18
Period Std-Hrs left 160
?|=]| %) 5] mlmlmen] fule] e o] 5o W] X B

4. Enter the TSM screen and view the jobs assigned to an employee by
clicking F12 (Jobs Weekly).

Department Schedules

Wain indexes Fitst Daw of whesk ‘weekly Budget Excess
Plant 1 LONDON Hotel 31 Olympia Department 21 Front Desk. 4 | [18/0720m » 201130 ]
—I —I _I 20020
" Predefined Sort 60 -
" Sant According o a Sort Profile
& Sart by grid column [Bscending [Rate Cods 00 qppx 100
Emp M ame Phone Mo 1 Rate | Balance | Howrstilend of | Weekly | Base | Mo | 18/07 | Tu | 19407 | We | 20407 | Th | 21/07 Fr 2207 Sa [23/07| Su 24/07
Code | (Hows] | curentperiod | eost | Mo
701419 BOBEIE RICKY 44-208-631 525 |E.00 |33.00  |160.00 0.00
701412 MASTERS STEVE 44-208-631-5251 6.00 | 1848 160:00 0.00
704567 MAGUIRE PEDRO 44-204-866-3584| 6.00 | 39.00 160:00 0.00 1
704439 MOHAMED ELISED 44-208-631-648E B.50 | 23.00 E4:00 26000 1 700 1500 700 (1500 | 700 oo = £00 1500
705873 AUBIN JUAN 442087773234 [6.50 | 34.40 160,00 000 1 : | addiionsl Dato Fé :
705734 KAVANAGH JESSICS 44-208-633-385C| 7.00 | 34.40 160:00 0.00 1 :
Iobs (Daily)  F11
705851 HUARD SCOTT 44-208-358-8384| 7.25 | 540 160:00 0.00 1 Jobs (weekly) Fl1z
704031 FINMEY JEWNIFER 44-208-052-915E | 8.00 | 39.00 160:00
705335 DI BERNARDD IRENES 44-208-787 6235 8.00 | 34.40 160:00
Total scheduled cost
Budget
Eudget excess

Shift 1 ($cheduled/Budgeted)
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=: Scheduled Jobs Per Employee

I Employee 704493 MOHAMED ELISED

Department Drescription Profeszion Description Start Time | End Time
a2y | el

18407 Mo [ 700 1500

Frant Desk 1100 SECRETARY 700 15:00

700 15:00

Frant Desk 4000 HOTEL CED 700 15:00

700 15:00

Frant Desk EO00 DIRECTOR 700 15:00

700 15:00

00 15:00

Job Bazes I LI
Add Line Delete Line | Ok LCancel

Configuring the Extended Time-Bands

"@ To enable the Extended Time Bands feature:

1.

Open the System Configuration screen: Set-Up > Add/Edit Configuration

Files > Edit/New System Environment Definitions.
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2. Enter your administrator password and click OK.
Open the Time Scheduling (TSM) configuration options screen.

[~ System Configuration

2] & B B e
ﬁ System Configuration -
+ B General Configuration SM Warking Mode 2

L. Dealer

+ fis Security & Authorization
o Language Contract Qffzet for Day OFF

@ Date & Time Absence Code for Day OFf IED

£ Printer & Printing

By Departmants

By Departments /

1% Daiy File Structure Historical Retention Period ['Weeks ) [0

I, Emplaoyes File
+ T= External Programs Shift Std. Exception Handling in TSM

Q‘ K.ey Fields Format

&) Backlp | Disabled |
: éj :?Ifcts;nlling Lirnit access to work schedule data by user number 3 [No -]
+ € Payral Interface N i d Iq

[ v-T-D Definitions /,

E Praagran Estengions: Tirne Band: Working Mode I .

eduling [TSM] EMPLU table dedicated far SLE table definition in the IEMF‘LU2D

Employes Profile

Rate field for Employes Scheduling Cost calculation [from IHATE CODE
employee table] =

Periodic standard for Hours Left to |EMPLOYEE = |INT1
Period End calculation
Daily field for Hours Left to Period |Att_wage ;l

End calculation
[™  Disable Calculation for Hours Left ta Period End Calculation

3. Inthe TSM Working Mode field , select the desired working mode:
« By Groups — Employees categorized according to pre-defined groups (such as:
"Chefs", "Bartenders", "Bell-Boys", etc.)

o By Departments — Employees categorized according to pre-defined
departments (such as: "Front Desk", "Restaurant”, "Swimming Pool", etc.)
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4. Select the Time Bands Working Mode—Extended.

I~| System Configuration

2| & % ] Rl
Qﬂ System Configuration
+ @ General Configuation TSM Working Mode |8y Departments vl
£ Dealer P_
2 v & Authorizali By Depatments
2 g fecuiy % . Contract Offset for Day Off iU
@ Date & Time Absence Code for Day Off [60
2 Piintes & Printing elahseadiabotd
) Daiy File Structure Historical Retention Period (Weeks) [0
& Employee Fie
+ = Extemnal Programs Shift Std. Exception Handling in TSM
A, Key Fields Format
® BackUp | Disabled |
A B S
: @ Cl::?::oku Limit access to work schedule data by user number No =
+ €) Payiol Interface No. Of Weekdays For Calculating Weekly Standard o
& Y-T-D Defintions .
W Program Extensions Time Bands Working Mode | =1
& Absences -
{gl Time Scheduling (TSM) EMPLU table dedicated for SLE table defnition in the [EMPLUZ0 ~]
P4 EMai Employee Profile
Rate field for Employee Scheduling Cost calculation (from
e |RATE_CODE |
Periodic standard for Hours Left to |EMPLOYEE  ~| [INTY ~l
Petiod End calculation
Daily field for Hours Left to Period Al w. ~
End calculation |Atwoge =
™ Disable Calculation for Hours Left to Period End Calculation

5. Save your settings.

6. When configuring a Time Band in Extended mode, you can define

additional parameters for the specific time band.

| Bands - Shift Hours

Departrent Mo. Department Mame
IE LI Departments I IDefauIt Departmert
Code Dezcrption Shift Shift Shift Shift S hift Abzence Code Table M -B
Start1 |End1 | Start 2 |End 2 | Mumber Rules
b |as asa 2:00 13:00
[n}| torning Shift 700 |1500
E1 Afternoon Shift 1500 | 2300
M1 Might Shift 2300 | 300 : :
SPE Split Evening 1500 |[1800 |(20:00 | 2300
SPR Split Morning 700 1000|1200 (1500
SPMN 2300 |25:00 |29:00 [31:00 30 Min Bre
Test Test 700 1500 | 21:00 | 28:00
WAl W acation : : : : Wacation
A I I »
I1|1|b|H| m|{|j}|ﬁ| [I:l
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These include:

o Split Shift — non-continuous attendance

o Absence Code — E.g., Vacation (Table H)

e Breaks and Meals —Table N

o Daily Standard — daily attendance standard
o Contracts — specific contract

o Department — target department

Configuring the Pay Category values for TSM

~® To configure the Pay Category values for TSM:

1.

Navigate to Add/Edit TSM (Scheduling Module) Set-Up Files > Pay Cat.
Values for TSM Calc..
The Categories for TSM Cost Calculation screen opens.

w| Categories for TSk Cost Calculation

Contract Murnber Contract Mame
|D j Contract List |Default Contract
Seq. | Category Mame | Category Uzage Multiply by |+
1 Fegular Calculate 100.000 |
| 2 0T Do Mot Calculate 100,000
| | 3 |0.T.180% Calculate 100.000
|| 4 |0.T.200% Calculate 200,000
| | 5 |0.7.300% Calculate 300,000
|| B | Trmmed Hours Do Mot Calculate 100,000
| | 7 |REGA Do Mat Calculate 100000
| | & |REG-2 Do Mat Calculate 100,000
| | 9 |REG-3 Do Mot Calculate 100,000
|| 10 | Previous Bank Do Mat Calculate 100000
|| 11 | Current Bank, Do Mat Calculate 100,000
| P | 12 0T Hours Do Mot Calculge [=] 100.000
|| 13 |Defficiency Hours Do Mot Calculate 100.000
14 | Positive Excess Do Mot Calculate 100,000 -
2= wlofv[n] =@ @) [

Note: The pay categories derive from Table A — Pre-Defined Pay
Categories. You can create this table as either for each department
individually, or as a Default Contract — which pay categories will be
calculated in TSM (Regular Hours, Overtime, etc.). This will give the daily
and weekly scheduled costs in TSM.

Note: The calculation definitions set here will also be used in the HSC Cost

Calculation by Contract.
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2. Select pay categories to be calculated in program TSMCATV :

o For default contract and/or specific department contracts
o Category Name — pay categories from Table A

» Category Usage — Calculate / Do Not Calculate

o Multiply By — pay category unit percentage value

Configuring the Weekly Budget Excess Gauge

‘% To configure the Weekly Budget Excess Gauge:

1. To open the Program Configurations screen: Edit/View > TSM
(Scheduler).

& TimeKeeper SOL - Synerion Systems Ltd. V5.11.01 SP04

activities [[Z 30000 Reparts Graphs Maintenance  Set-Lp incon Help

Ic) J Daily Activity Data (by Employee}

Dally Activity Data (by Department)

Daly Staffing Forecast {with overrids)
cast (o override)

Staffing Cost Report (Planned Vs, Actual)

absence Planner (APM)

Pay-Period Summary Data (by Employee)
Pay-Period Summary Data (by Departrment)
annual Tapics File

ear-To-Date File
Auxliary Payrall Data

Benefit Accrual Browser (BA)
Overtime Equalizer (OTE-Daily)

Overtime Equalizer (OTE-Weekly)

The Department Schedules/Specify Required Range dialog appears.

2. From the drop-down menus provided, select a Plant, Hotel and
Department; use the apparatus provided to define a First Day of Week
value.

TimeKeeper SOL - Synerion Systems Ltd. ¥5.11.01 SP04
Activities Editjiew Reports Graphs Mantenance Set-Up  Window Help

O | | 8| | R el

Department Schedules

[ Main indexes First Day of Week - |
Plant Hatel Department L“wzﬂ 202011 ﬂ || 201151

" Predefined Sort

© Sort According to a Sort Profile

& Sort by gid column | [

Hours il

Emp.Mame Department Rate B alance [Hours)
4 -Yacation

Le|_|
ﬂ @I @ EIM ﬂ@ @ % 1 Specify Required Range

Flarit
Hatel

Department

First Diay of Wesk 12120201 BE| aomm
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3. Click OK.
The Department Schedules screen appears.

Department Schedules E| @| IX|

"~ Main indexes First Day of Week

Flant 1 LOF Hotel 21 Bris Department 13 Hur L“12,.#12,.’2011 Llll 201151

" Predefined Sort
" Sort According to a Sort Profile

& Sort by grid column IAscending |E mp.Mame

Emp.Mame [epartment Fiate Balance [Hours] Huours till
4 - acation

oL | o
2o A il wp 2O = 5w

4. Click the Program Configurations icon.

The Program Configurations screen appears.

& Program Configurations @
Calculate Cost According To User Fields
@ K Rates | Table | Field
C : Schedule Grid | EMPLOYEE | Rate Code
Schedule Grid | EMPLOYEE Rate
Report EMPLOYEE Department
Colors of Jobs -
HRES - I I? Show HSC Information I
Default Job | I . —
Vaid Job - Absfolow field and optimizatiorr
Invalid Job [ | | Table | Field [ Absencecode |

Schedule Gnd ABSFOLOW (Benefit  Balance (Hours) 4 Vacation

f“Weekly budget KPI %

Color Positive Ko v Scheduling optimization

P s, how the b % ofthe h ft till f th
= [20_/' IT/" iNT)w e top 100 of the hours left till end of mon
60 o Show the bottom 100 % of the abs. code balance
- x [0 % ) awo
k_ s Show the bottom 100 % of employee rates
Report Colors
Line Color Bl -] o Shit Back Color -
Caption Fore Color -] cavtion Back Color =
Shit Fore Color Bl -] stitBack Color =
User Field Fore Color User Field Back Color (R
Names Fore Color -z, Names Back Color I 'I
¥ Using Absence Code Color v Split Shift Indication
[~ Using Abscence Codes From EMPLOYEE Table [v Change Entries For Jobs After Scheduling Change

| Ok || Concel |

5. From the Program Configurations screen, select the Show HSC
Information option.
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6. Enter the Weekly Budget KP1% color scheme values.
Note: These are the colors that will be used in the Weekly Budget Excess

Gauge.
Weekly Budget Ercess

-20t%h20

00 ooz +100

7. Click OK.
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Configuring the Recommended Employees for
Scheduling

‘[U To configure Recommended Employees for Scheduling:

1. To open the Program Configurations screen: Edit/View > TSM
(Scheduler).

@] TimeKeeper SOL - Synerion Systems Ltd. V5.11.01 SP04
Activities eports Graphs Maintenance Set-Up Vincow  Help

O J Daily Activity Data (by Employee)

Daily Activity Data (by Department)

Daly Staffing Forecast {with overrids)
Daly Staffing Forecast {w/o override)

Staffing Cost Report (Planned Vs, Actusl)

absence Planner (APM)

Pay-Period Summary Data (by Employes)
Pay-Period Summary Data (by Department)
annual Topics File

Year-To-Date File
Auiiary Payroll Data

Benefit Accrual Browser (BA)
Overtime Equalizer (OTE-Daily)

Overtime Equalizer (OTE-Weekly)

The Department Schedules/Specify Required Range dialog appears.

2. From the drop-down menus provided, select a Plant, Hotel and
Department; use the apparatus provided to define a First Day of Week
value.

TimeKeeper SOL - Synerion Systems Ltd. ¥5.11.01 SP04

Activities  Edit/view Reports Graphs Maintenance Set-Up  ‘Window Help
0| g |m || T b

Department Schedules

[~ Main indexes First Day of Week
Flant Hatel Department L“‘\Zﬂ 2/2011 _pl Il 201151

" Predefined Sort

" Sort According to a Sort Profile
& Sort by gid calumn | |

Emp.Mame Department | Rate | Balance [Hours) Hours till

4 -Varation

Ll | ——
_?I @I &I EIEI !IEI EI IEE Specify Required Range

Flarit
Hatel

Diepartment

First Day of Week 1zhzz20m 201151

33



Enhancements to TSM - Configuring the TSM

3. Click OK.
The Department Schedules screen appears.
EE e pa B hed
M ain indexesz First Day of Week
Plant 1 LOF Hotel 21 Bris Department 13 Hur ﬂ|12;12;2011 ﬂ| 201151
" Predefined Sort
7 Sart Accarding to a Sart Profile
& Sk by grid calumn [&szending |Ernip. Mame
i 2
2o Al eo BOOE & 5
4. Click the Program Configurations icon.

The Program Configurations screen appears.

B Program Configurations

mport Colaors

Calculate Cost &ccording To Uzer Fields
Table Field
Schedule Grid EMPLOYEE Fate Code
Schedule Grid EMPLOYEE Rate
Repart EMPLOYEE Department
Colors of Jobs
[v Show Hours Left to Period End
Al Job
o . [v Show HSC Information
Diefault Job [ |
"alid Job [ ] ~
rvalid Job [ Table | Field | Abzence code
] Scheduls Grid ABSFOLOW [Benefit | Balance [Hours) 4 ‘Vacation
Wiaekly budget KFI %
Color Positive Megative I szt g eptii=s i
s s Shiow the tap 100 # of the hours left bl end of month
20 O b %
. - > AMD
E0 = |80 - Shaw the bottom 100 % of the abs. code balance
[ ] % % AMD
Show the battom 100 % of emplopes ratez

Lire Calor

Mames Fore

[w Uszing Absence Code Color

[ Using Abzcence Codes From EMPLOYEE Table

Caption Fare Calar
Shift Fare Calor
|dzer Field Fore Color

-

Ermpty Shift Back Color
Caption Back Colar
Shift Back Color

User Field Back Color

Color

Mamesz Back Color

[v Split Shift Indication

[v Change Entries For Jobs After Scheduling Change

Ok

Cancel
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5.

In the Absfolow field and optimization section of the Program
Configurations screen, in the Schedule Grid, from the pull-down menus
select:

o Field — Balance in hours or days

e Absence Code — list of all Absence Codes defined in the system

Enable the Recommended Employees feature.

You can now enter percentage values for the parameters in the

Optimization feature configuration.

Enter the values for parameters that follow. These are the values that will
determine which employees appear on the Recommended Employees for

Scheduling.

o Show the top ... % of hours remaining left till end of month — display allows

managers to identify employees with the maximum of hour-budget unused for

scheduling purposes.

o Show the bottom ... of the abs code balance — display allows managers to to
identify employees, for example, with least number of vacation days left, for
scheduling purposes.

e Show the bottom ... % of employee rate — display allows manager to identify
employees with lowest hourly rate for scheduling purposes.

Note: parameters can be combined to allow mangers to view Recommended

Employees that meet a combination of the criteria.

Click OK.

The Recommended Employees for Scheduling feature will parse the
Absfolow table based on the settings you have configured here.

Emp.Name Rate | Rate | Balance (Hours] | Howrs il end of | Weskjy

Code 4 -Vacation | curent period | cost

01412 MASTERSSTEVE 138 |BAD 1848 12000 2000
01419 BOBBIE RICKY 13[RO0 {3300 12000 42000
702012 SPEERSJOSHUA 138|500 [-200 8000 2500
04030 FINNEY JENNIFER 1200 |7.00 (3300 12000 2000
704439 MOHAMEDELSED 163 |BED (2300 12000 000
704567 MAGUIREPEDRO 1150 |B.00 (3300 12000 21000
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Export Data to Microsoft Excel

[=
1. Click Q (at the bottom of the Department Schedules screen).
The Export Data to Microsoft Excel dialog opens.

o Export data to Microsoft Excel

[w* Print Hours & Cost Tatals
[v Print Budget & Budget EHCBEsTDtaIS
[v Print scheduling by shift totals
v PrintJOBS
[v Sort by employes f* Azcending
" Dezcending
Select columns to expaort Select week days to export
Calumn name = Wieek day
Emp.Mame 2 _ Fdoniday v
Phore Mo, 1 [v Tuesday v
Rate Code [ YWednesday 2
Balance [Houwrs] 4 - WV acation ra Thurzday ra
Hours till end of current period [w Friday v
Baze Mo, [ Saturday 2
Scheduled Entry ra Sunday ra
Scheduled Exit [v
Contract [+
Arobuiby v i
Deselect all H Select all Deselect all ‘ | Select all |
| Export | | Cancel |

2. Configure the report options for the Excel display.
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3. Click Export.
The accumulated Alerts data is exported to Excel, as in the following

example.
A B e D E F G H o K L 1] I
; _| Weekly schedule for: LONDON Hotel: Olympia
& Department: Front Desk
4
5] Monday 26/07/2011
Emp.Mam| Phone Rate Balance |Hourstill | Base Mo. | Schedule Schedule Contract Activity Departme Table M | Schedule Schedu
e Mo. 1 Code [(Hours)4 | end of d Entry o Exit nt d Entry d Exit
-Vacation| current
B period
T |2TEST3ITEST 0 0 1 : : DAY OFF
8 7:00 15:00 Front DeskiSECRETARY 7:.00 12:00
9 701412 M444-208-63|6 28.44 7200:00 |13 2300 <31:00:00 Front Desk 2300 31:00:0C
10 7:00 15:00 Front DeskSECRETARY 7:.00 15:00
11701419 BJ44-208-63|6 58.3 152:00:00 1 : : DAY OFF
12 7:00 15:00 Front DeskSECRETARY 7.00 15:00
13 702412 SH44-208-63]5 -61.15 120:00:00 |12 18:00 23:00 Front Desk 15:00 23:00
14 700 15:00 Front DeskSECRETARY 700 15:00
15 |704031 FIf44-208-0518 39 12:00 2 700 19:00 Front Desk 7.00 18:00
18 7:.00 15:00 Front DeskSECRETARY 7.00 15:00
17 | 704499 Mq44-208-63|6.5 23 11 700 15:00 Front Desk 7.00 15:00
18 |704587 M444-204-8616 58.3 120:00:00 |1 DAY OFF
19 7:00 15:00 Front DeskSECRETARY 7:.00 15:00
20 704987 GA44-204-99|6 -88 11 700 15:00 7.00 15:00
21 705042 30]44-208-63]7.25 -3.39 80:00:00 (11 700 18:00 Front Desk 700 15:00
22 700 15:00 Front DeskSECRETARY 700 15:00
23 705590 DY44-200-3907.55 -51.2 80:00:00 |11 700 15:00 Front Desk 7.00 15:00
24 7:.00 15:00 Front DeskSECRETARY 7.00 15:00
25 705794 KA44-208-637 344 160:00:00 1 : : DAY OFF
26 7:00 15:00 Front DeskiSECRETARY 7:.00 15:00
27 1705851 HY44-208-35{7 .25 54 B0:00:00 |12 15:00 2300 Front Desk 15:00 2300
28 700 15:00 Front DeskiSECRETARY 7:.00 15:00
29 705873 Al44-208-77]6.5 344 62:00:00 |1 : : Reserve Duty Front Desk
30 700 15:00 Front DeskSECRETARY 7.00 15:00
31 705913 R(44-208-0447 .55 24 80:00:00 |12 18:00 23:00 Front Desk 15:00 23:00
32 700 15:00 Front DeskSECRETARY 700 15:00
33 705935 DI|44-208-78]8 344 160:00:00 |1 : : ‘Vacation Front Desk
34 7:00 15:00 Front DeskSECRETARY 7:.00 15:00
25
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Installation Note: HSC & TSM
Upgrades

The installation and configuration of the features described in this HSC & TSM
Upgrades Implementation Guide assume that the latest version of TKSQL has

been properly installed on a system that meets the requirements set out in

the TKSQL Installation Guide.

It is the client's responsibility to make sure that the system is current and that

all pre-requisites have been provided for.
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Configuring the TSM Alerts

Issues like the length of shifts, rest between shifts, and more are governed by
legislation enforced by a system of fines. Past experience shows that
managers often ignored labor statutes to the detriment of their operations.
Employee complaints, legal fees, government involvement and financial

penalties are all possible outcomes of failing to adhere to the labor laws.

HSC's Alerts feature is a powerful tool for avoiding violations of labor statutes.
Typically, hotel managers are charged with abiding by labor laws—and with
avoiding penalties. The HSC system supports alerts that notify managers about
deviations based on pre-defined policy rules. Groups of employees are
assigned to policy rules; when a manager attempts to schedule an employee

for hours that would violate the rule, an alert is generated within the system.

Within the HSC module, alerts are defined as either an Exception or

Limitation.
e Exception — notifies the user about the deviation

e Limitation — prevents the deviation altogether by blocking the user

upon assignment

Configuring the Online Alerts

"@ To configure the Online Alerts:

1. Open the System Configuration screen: Set-Up > Add/Edit Configuration
Files > Edit/New System Environment Definitions.

2. Enter your administrator password and click OK.
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Configuring the TSM Alerts - Configuring the Online Alerts

3. QOben the General Configuration > Sub-Svstems screen.

[~ System Configuration

REE
& System Configuration
- B General Configuration

Using Modul= ESHEL [+ iBrowse Module Support

oy S ub-Systems ™
=5 Retic W TimeCostingPC Module ¥ Statutory Holidays Module
™5 Calculations [ Dep-tllocation-PC Module v ea-To-Date Module
B Daalall o [ Cantesrkesper-PC Module I+ Time Scheduling (TSM)
© & E;‘:LfgiMh°'“"'m [~ TAKSHIR Installed % TIMEBANK Installed
@ Date & Time W PARTTIME Installed [+ Absence Planning Module
£ Printer & Printing [T SAP Integration l % TSM Alaits module 1
3 Daily File Stiucture ™ Office 2003 Integration

Z£, Employee File
+ == External Programs
% ;—:&';::;ds Fomat Hotel Staff Costing Module lExtandad ;I
& Browse Madan Options [NotinUse -]
@) Clock Poling
B Payroll Interfface
[ v-T-D Definiions
B Program Estensions
& Absences
wl Time Scheduling [TSM)

B4 E-Mail

e

Lt

4. On the System Configuration screen, initialize the TSM Alerts module
feature.

Note: In the HSC-TSM implemented system, in order for alerts to work,
TSM alerts must be configured in the HASP key. The HASP key is typically
purchased pre-configured from Synerion International Support.
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5. Configure the LE (Limitations and Exceptions) file for each exception:

a. Open the Limitation and Exceptions screen: Set-Up > Add/Edit TSM
(Scheduling Module)Set-up Files > Alert Engine — Add/Edit Alerts (LE)

{4 Limitation and Exceptions - Table LE

T able Murber T able Diescription

ﬂ |55 Huours weekly limit

Limnitation%E xception units |H|:||_,|[g -

In day types |;_\|| j

tare than j |55.DD [ In zequence
Far zenirity I {* In months or maore " In days or more
Timne frame

By calendar By week, w | Start from 07114200 Far days
By period

fs
~
™ By sequence l_
~
-

Betwesn shifts

After shift

Alert meszage |Week|_p lirnit [55 Hrs) was EXCEEDED

[1= wlofon] =) @ R
b. From the drop-down list of profiles, select an SLE Profile.

Note: Each employee can have his own SLE profile, according to his
role or to the department that he is assigned to.

c. Define/Configure the alert rule by setting up the following fields:
o Table Number and Description

o Select target events: Limitation\Exception units, Shifts, Day Types,
Less/More than, Seniority

o Select designated time boundaries: Time Frame
o Enter message content: Alert message assighment
d. Asrequired, repeat steps a-c for each exception.

Eip
e. Click —= (save).
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Configuring the TSM Alerts - Configuring the Online Alerts

6. Inthe Limitations and Exceptions screen, configure the SLE Profile table

5. Scheduling Limitations & Exceptions - Table SLE
Table Mumber and Mame W alidity D ate
[ =] [Frant Desk From [07/m1/2017 To [m/mszmz
Lirne Limitation/E wceptiontt D escrption Type :II
3 ] 12 Hours rest between shifts E moeption
4 4 Less than 4 daysz off in three weeks (OT) E mception
5 L] tdore than B shifts a week, E xception
E 5] Mare than 22 shifts per month E=ception
7 7 kdore than 15 Wacation days E mception
8 a tdore than 10 night shifts per month E xception
g ] Absence codes alloved only ko HR E xception
10 10 rdare than B weeskend shiftz per month E moeption
11 11 tdore than 4 weekends shiftz in a row E mception
b1z 12 4 hrs daily rminimunm E =ception - | -~
E sception
Lirnitation
?| = al =& i== o« ]m]| B | & 1

a. Assign a Table Number and Name new SLE profile

b. Enter the Validity Date Range

c. Register the relevant Alert rules (Table LE)

d. Determine Alert type for each rule (Exception/Limitation)
7. Define the EMPLU table dedicated for SLE table definition:

a. Open the Time Scheduling (TSM) configuration screen.

[~] System Configuration Q@@

7] &% w8 B

& System Configuration
+ @ General Configuration TSM Working Mode |By Departments -
-

Dealer
Contract Offset for Day Off IO

Security & Authornization

Language

Date & Time [—
Ab. Code for Day Off 80

Printer & Printing ey A

Daily File Stucture Historical Retention Period (Weeks) |0

Employee File

Extemal Programs Shift Std. Exception Handling in TSM

Key Fields Format

BackUp | Disabled ~1

iBrowse 3 Limit access to work schedule data by user number No =

Clock Polling

Payroll Interface No. Of Weekdays For Calculating Weekly Standard |0

Y-T-D Defintions

Program E xtensions Time Bands Working Mode I y _-]

Absences -

Time Scheduling (TSM) EMPLLU table dedicated for SLE table definstion n the lEMPLUZO - I

E-Mail Employee Profile

Rate field for Employee Scheduling Cost calculation (from  |RATE CODE
employee table) =

+

REPEROOY 0 11 BHVROD

Periodic standard for Hours Left to |EMPLOYEE > [INT1 ~|
Period End calculation

Daily field for Howrs Left to Period Al wa -

End calculation |Att_wage =l

- Disable Calculation for Hours Left to Period End Calculation

b. From the drop-down list of tables, select the EMPLU table dedicated
for SLE table definition in the Employee Profile.
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8. Assign a specific SLE table to each employee:

a. Open the Employee (Master file)>Scheduling tab.

L1 Employee E|

X

Employee Mumber Last Mame First Name Mid Iriit
[701412 =] E [MASTERS ~||STEVE [
[ Genesal | Addiional Key Fields | Browse | Personal Info & Senioiity
Scheduling | ContactDetals | Acciuals | Costing Info
Schedule Group [21 ~] Front Desk
Schedule # | [~ Completely Open
SLE Profile [ =] Front Desk
Rate {5.5000
OT Balance 185
Period Std-His left 160
2|=[~| %] £| ol el ]r o] w] @] X B

b. Select an SLE Profile from the drop-down list.

ﬁ';l
c. Click —= (save).

View the Alerts.
The alert rule you have defined will be applied when you schedule hours
for employees from the Departments Schedules screen, for example:

N —— — —_—
| Department Schedules %
Main indees FistDayofwesk ——————————— Wweskly Budget Excess ——
Plant 1 LONDON Hotel 31 Olympis Department 21 Front Desk i“wmwggn _;|| 201130 - ZU/

o

€ Predefined Sort
" Soit According to 3 Sort Profile

& Sort by giid column [Descending [Haurs til end of cument period 0 42g2x 0

Emp Name Phone No. 1 Balance (Hours] | Howrs filend of | Weekly [ Base | Mo [ 18/07] Tu
4-Vacation | current period

05873 AUBIN JUAN 44-208-777-3234| 6.50 Department Schedules

05335 DI BERNARDD IRENES 44208767523 (800|440 7600

04357 GAUTHIER STEPHEN 432048971404 (600 |-88.00 Shit enath i Isss than 4 houts fo0 (1500 | 700 1500 | 700 [1500

TEST3 TEST 0 il 0

4433 MOHAMED ELIGED 44209631 640 (650 |29.00 Emplopee: 704031 FINNESS JENNIFER 2300 | 700 [1500 ]
— — = Date: 18/07/2011 =

otal scheduled cost
udgat R

Shilt Coverage Stat

hift 1 (5 cheduled/Budgsted) | [ [ I |
it 2 (Scheduled/Budgeted) | I I | | |
it 3 (S cheduledBudgeted) | [ [ [ | |

Walidation for Timeframe - By calendar

Total days to validate 1

100

2 gl Al nin w0 EH000 8 %o K
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or in the Additional Data screen (F6):
N et ¢ (-~

Main indexes FistDayofWeek Wwieekly Budget Excess
Flant 1 LONDON Hotel 31 Olmpia Depatment 21 Fiont Desk A|[ieamaont | BA| [z o,

20
" Predsfined Sort

 Soit According ta a Soit Frofile ]
6456 *70

& Sot by giid column [Descending [Hours tilend of curent period 0

Emp Name PhoreNo.1 | Rate | Balance [Hows) | Hows tilendof [ Weekly [ Base [ Mo [18/07[ Tu [13007 [ we [anw7| Th [2wo7 [ F 2207 sa [23007] su [ 2407
Code | 4-Vacalion | curentperod | cost | Mo

704367 GAUTHIER STEPHEN

Daps [Entyl [ Etl [Erty2 | Exit2 | Depaitment | Absence | Contiact | Table N

Mo | 700 1500 | -

Tu | 700 [15:00

We | 700 1500
04031 FINNEY JENNIFER 44-208:052-9155 (800 [33.00 56,00 38400 |1 700 [1500 [[Th | 7.00 (1500

Depa e edule
#05873 AUBIN JUAN 44208777.3234E50  |3440
#0533 DI BERNARDD IRENES 4420878752800 [34.40
Th less 3 off-day of in the last 3 wesks. Schedule the employee for another day off

#04987 GAUTHIER STEPHEN 442049971404 6.00 |-86.00 e ate less S ollGay afin e st s wests. sehedule the smployes for anoiher Sy ol Iemg 700
2TEST3TEST i 000 |§ Employ[} 704357 GAUTHIER STEPHEN :
704433 MOHAMED ELISED 44-203-631-6486| 650 [2300 Dale: 23707/2011 1500 [1500
Total scheduled cost e e E L o
Judget
Judget excess No
3hift 1 [Gcheduled/Budgeted) [ | | 5.38/7.
3hift 2 (S cheduled/Budgeted) | | | 400/5
3hift 3 [Scheduled/Budgeted) | | | 1.00/2

Walidation for Timeframe - By calendar

Total daps to validate 1

100

= = 3 = - 1

Configuring the Offline Alerts (Reports)

"@ To configure the Offline Alerts:

1. Define parameters for the RTSAlert report:

a. Open the Parameters' Files Table: Set-Up > Add/Edit Configuration
Files > Edit/View Report Parameters File.

W Parameters’ Files Table |._|
— File Mame D File Dezcnption — Report Mame —
| |Parameters For RTSALERT Repod  [RTSALERT ]
Group Linez' Content In The Current Group
3 1 Print harizontal and wertical lines:0=no,1=Horizontal 2=\ ertic:
Add Group Remove Graup
Line Line Contents 1=
Bl 1 |3 [
2
3
4
3
E -

ﬂfl B |1|1|b|b|| mélﬂlil
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b. From the File Name dropdown menu, select RDSALERT.

c. Enter the Alerts display parameters in the Line Contents dialog:

0 = without horizontal/vertical gridlines
1 = vertical grid lines only
2 = horizontal gridlines only

3 = both horizontal and vertical gridlines

d. Click Save.

RTSAlerts will be displayed according to the selected design.

2. If you wish to run RTSAlerts Report from Windows, configure the

SCDAlertSQL.exe to run automatically from Windows Scheduler :

a. Enter the format:
SCDAlertSQL.exe TK user # start-date end-date parameter
(Note: 0 or null value=Daily; 1=TSM)

For example:
SchdAutoSQL.exe 9999 01/02/2011 01/05/2011

SchdAutoSQL.exe 9999 01/02/2011 01/05/2011 O
SchdAutoSQL.exe 9999 01/02/2011 01/05/2011 1

b. Schedule the automatic run in Windows Scheduler.

3. If you wish to run RTSAlerts Report from within TKSQL, define the
RTSALERT report to be sent—offline—to the scheduling manager.

o RTSALERT

2

File Date Plant Hotel Department Employee Profession  Schedule Group  Exception Mumber Exception Type Exceplion Status  User

Output Options  Start Repart

Date From 01/07/2011 To 28/07/2011 L%

Plant Al Becaords Selected|  Display Excephions i}

Hatel Al Becaords Selected|  Repoart by Employee Index- PSDE
Diepartment Al Becaords Selected|  Emplopess Sort Emp Mumber
Emploves Al Becaords Selected|  Print Houwrs In D ecimal Format
Profession Al Becaords Selected|  Summary Levels Detailed
Schedule Group Al Records Selected| Page Break On Change OF Plant

E xception Mumber All Records Selected|  Send Repaort To Screen
Exception Type Al Records Selected|  Use Parameters File RTSALERT Parameters For RTSALERT Report @
Exception Statuz Al Records Selected|  Footer Text 1

User &l Becords Selected|  Footer Test 2

Murnber Of Copies 1

Fields included in the RTSALERT report include:

User that produced the changes

Employee influenced
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o Date and time of appearance
o Type of alert — Exception or Limitation
o Location of appearance — TSM or Daily Browser

o Handling status — Approved or Rejected

Note: Displayed alerts are saved in SCDAUDIT Table (DB). A sample
report is shown below:

I=i RTSALERT,

File Search Mawigate Print

2 efedrfn] v]v] S| S B

Exceptions & Limitation 0107011 Tl 0raoi SoredBy  PlanhHotehDepartment (Deiman

Page Mo 1
ProductionDate... 284072011
03.23

Produstion Time
Flant 1 LONDON

Depariment 1 FromtDesk

Employes  |First Last Deparbment  |Profession
Mumber Name Mame Desoription
AE ouil

Enception
NNIFEE[ETNREY |

BELLECY
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